ENCOMPASS

Approving (and Denying) Online Vouchers

Approvers should verify that all voucher information is correct. In particular, they should
verify the following:

e Vouchers for purchase orders are copied from PO receipts. It is very important that all
vouchers for a PO are created from the PO receipt so that the encumbrance created by the PO is
relieved.

e Chartfield values are correct.
¢ The dollar amount is correct.

¢ The vendor information and remit to address are correct.

The Voucher Approval pages do not show all the information that approvers need to verify.
To see this information, approvers have two options:

¢ Run the SOIAP008 query

e Access the voucher in the Voucher component pages

Step Action

1 A. Click the Worklist link and click on the voucher you want to review.

OR

B. Navigate to Accounts Payable > Vouchers > Approve > Approve Vouchers and search
for the voucher.

2 Review summary information on the Approval page:
® |Invoice number

¢ |nvoice date

e Total

e Freight

e Remit vendor name

3 Click the Line Information tab and review line item detail.
4 Click the Charge Information tab and review accounting information.
5 Return to the Approval page.
6 Select Approved or Denied.
Click Save.
Results A. If you select Approved and are not the final approver for the voucher, a message

appears saying you do not have authority to perform this action. Click OK to send the
voucher to the next approval level.

B. If you select Approved and you are the final approver, the voucher approval status
changes to “Approved.”

C. If you select Deny, the voucher is routed back to the originator for correction.
Note: When you deny a voucher, send an email to the originator explaining the problem

with the voucher. Also, send the original invoice and a copy of query SOIAP008 noting the
problem to the originator.
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ENCOMPASS

Approving Vouchers Created by Voucher Build

Vouchers created by voucher build are created within a control group, and the entire group
is routed for approval. When reviewing vouchers created by voucher build, approvers
should verify the same information that they do for online vouchers.

Step Action

1 A. Click the Worklist link and click on the control group you want to review.

OR

B. Navigate to Accounts Payable > Control Groups > Approve Control Groups and search
for the group.

2 Search for the Control Group you want to review.

Voucher Control Group Approval

Business Unit 00050 Control Group ID 0000000167

Approval | Remove | e I

Select All Deselect All
Customize | Find | View Al | B First [ 14084 (¥ Last
Vouchers
Select Voucher ID Invoice Number Invoice Date Vendor ID Base Gross Amount
00001082 4600787643ctd 101072007 0000000012 320.750
O 00001081 4600787743ctd 101072007 0000000012 1200.000
00001080 4600787843ctd 101072007 0000000012 600.500
O 00001079 4600787843ctd 1001072007 0000000012 248.550

B save | [E View Worklist | 4= Previous in Worklist | 4= Next in Worklist | [=] Motify I

ApSCO1

Click the Voucher ID link for each voucher to review it in detail.
4 Click the Select checkbox for vouchers you want to approve or remove. (You can select or
deselect all vouchers by clicking the Select All link or the Deselect All link.)

Note: You cannot approve only some of the vouchers that are in the group. If you only
want to approve some of the vouchers in the group, you must first remove the ones you
do not want to approve.

Check to the right of the navigation bar to make sure you View All rows.

6 Click the Approval button or the Remove button.
Note: The Approval and Remove buttons are not available until a voucher has been
selected.

Results A. If you select Approved and are not the final approver for the vouchers in the control

group, a message appears saying you do not have authority to perform this action. Click
OK to send the control group to the next approval level.

B. If you select Approved and you are the final approver, the status of the vouchers in the
control group changes to “Approved.”

C. If you select Remove, the vouchers that are removed from the control group are
processed by the system in the same manner as individual, online vouchers.
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ENCOMPASS

Approving SDO Reimbursement Vouchers (AOS Only)

AOS must review and approve all SDO payment reimbursements before SDO payment
vouchers can be created.

Step Action

1 A. Navigate to Accounts Payable > Payments > SDO Payments Reimbursement > SDO
Reimbursement Approval and search for the SDO Reimbursement ID you want to review.
OR

B. Scan the SDO Transmittal Form.

2 Review payments for compliance with the SDO policy. Click the Remittance Info tab, the
Modification History tab, or the Expand All icon [[==}; to view all payment information.

3 Check to the right of the navigation bar to make sure you View All rows.
4 Clear or update the Comments field for each payment, as necessary.

Click the Select checkbox for vouchers you want to approve or deny. (You can select or
deselect all vouchers by clicking the Select All button or the Deselect All button.)

6 Click the Approve button or the Deny button.
Results A. If you select Approve, the Reimbursement Status of the payments changes to
“Submitted.”

B. If you select Deny, the Reimbursement Status of the payments changes to “Denied.”
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ENCOMPASS

Approving High-Volume Payments

High-volume payments are loaded into ENCOMPASS via a batch upload process. Before
these payments can be created and sent to payees, they must be approved.

Step Action

1 A. Click the Worklist link and click on the batch you want to review.

OR

B. Navigate to Accounts Payable > High Volume Payments > Review Batch for Approval
and search for the batch.

2 Search for the Batch ID you want to review.
Batch Approval
Business Unit: 00050 Auditor of State Number of Payments 3
Batch Type MISC HY Miscelleneous Batch Total Amount  §30 000
BatchID 092020070056 Batch File Date 101012007
Approval Status
® Pending O Approved ODpenied

= & B = Payment Sequence # 1 To 3 of 3

[Payment Detail
Payment Detail | Payee Address | Pay Cycle Details
Mumber Number I D;!a;l i Name 1 Invoice Number Due Date Amount
il 1 0927200700030 Fé, Regugie hiller INY0O0DD1 1002007 $10.000
2 2 0827200700031 % Rik Smits INV00002 10/102007 $10.000
3 3 0927200700032 % Rik 8mits INV0D003 1002007 $10.000
ApSC02

Verify that the Number of Payments and Batch Total Amount are correct.

4 In the Payment Detail section, click the Expand All icon [==}; to see all columns at once.
Verify information as necessary.
6 Click the Distribution Detail icon % to view accounting distribution information.

Note: This action opens a new window. Close or minimize the new window to see the
Batch Approval page.

7 Select Approved or Denied.
8 Click Save.
Results A. If you select Approved and are not the final approver for the batch, a message appears

saying you do not have authority to perform this action. Click OK to send the batch to the
next approval level.

B. If you select Approved and you are the final approver, the batch approval status
changes to “Approved.”

C. If you select Denied, the batch is routed back to the originator for correction.

Note: When you deny a high-volume payment batch, send an email to the originator
explaining the problem with the batch.
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ENCOMPASS

Approving Journal Entries

Ajournal is entered, edited and budget checked, and then submitted to AOS for approval.
Journal entries created from subsystems do not go through AOS approval.

Step Action

1 A. Click the Worklist link and click on the journal you want to review.
OR

B. Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries
and search for the journal.

2 Review the journal and verify that the accounting is correct for the purpose of the
journal.
3 Go to the Approval page.

i Header j Lines Y Totals ) Erors Y Approval

Unit: 00050 Journal ID: 0000643899 Date: 1002712007

[Approval Status

Unit: 00050

Approval Check Active:

Approval Status: Approved to Post
Approval Action:
Comments for Denial

Email:

IApproval History

Step Path Status Date/Time Stamp User ID
0 A Initiated 10/27/2007 2:58:51PM GLUSERA
01 A Approved 10£27/2007 3:00:13PM GLUSERT
0z A Pending 10/27/2007 2:59:51PM
B save | B viewworkist | 1Previous inworkist | sENest nworkist | Elnotity | e Retresh | Eracd | | Upsisteispiay

Header | Lines | Totals | Errors | Approval

ApSC03

4 In the Approval Action field, select Approve or Deny or Recycle.

5 If you select Deny, enter an explanation in the Comments for Denial Email box.

6 Click Save.

Results A. If you select Approve and are not the final approver, the journal is routed to the next
approver.

B. If you select Approve and you are the final approver, the voucher approval status
changes to “Approved” and the journal is ready for posting.

C. If you select Deny, an email is sent to the previous approver; the journal is not routed
anywhere through workflow.

D. If you select Recycle, the journal is routed back to the originator for correction.
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ENCOMPASS

Approving Asset Disposals

1

4

Results

A. Click the Worklist link and click on the disposed asset you want to review.
OR

B. Navigate to Asset Management > Asset Transactions > Asset Disposal > Approve
Disposals and search for the disposed asset.

Review the asset or assets to be disposed of.

Approve Disposals

Retirement Overrides

Originator: VP2
Role User:

Date Submitted: 07/01/2005

Retire Dt: 07/01/2005 [
Disposal Code: | |
Accounting Date: [07/01/2005 [ Default |

submit || Approve Al | Denyan_ |

Disposals Pending Approval First = 1 of

l Asset Information T Retirement Information T Optional Accounting Info o
Approval Status Asset ID Accounting Date Irans Code

1 IPendmg

usom EX_0000000491

07/01/2005 &

[ a

ApSC04

In the Approval Status field for each item, select Approved or Pending or Denied. (You

can select approved or denied for all assets by clicking the Approve All button or the Deny
All button.)

Click the Submit button.
A. If you select Approved, the asset will be disposed.

B. If you select Pending, the disposal request is placed on hold.

C. If you select Denied, an email is sent to the requester.
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ENCOMPASS

Setting Deposit Status to Pending Approval (Agency)

When the agency has completed the deposit group and is ready to submit the deposit to

TOS, the agency sets the Approval status to Pending Approval. The deposit group is then
available for TOS to approve.

Step Action
1 Navigate to Accounts Receivable > Payments > Online Payments > Regular Deposit.
2 Search for the Deposit ID you want to designate as “Pending Approval.” The status
should be “Open.”
3 On the Payments page, verify the data entry for each payment in the deposit group.
Payments
Unit: 00050 DepositID: 111 Date:  10/03/2007 Balance:  Balanced
Direct Journal Check Box
Payment Information Find | View All
Seq: D Payment ID: LGPMTO001 Accounting Date: 10/03/2007 =
Amount: 1,000.000 Currency:  USD Rate Type: CRRNT  Exchange Rate | 1.00000000]
[] payment Predictor Journal Directly []Range of References
Payment Methot:  ACH Description |LAURA GOFF TESTING SVCS |
Customer Information First ' 1 of 1 X Las
[G[E]
Customer ID: ZQ BusinessUnit: |4
SubCustomer 1:[ | SubCustomer 2:| ‘
Name:
Remit From: Remit From SetiD:
Corporate: Corporate SetiD:
MICR 1D: I—Iq Link MICR
Detail References
Reference Information v
Qual Code To Event
1 Ja Q Q =
ApSCO05
4 Check to the right of the navigation bar to make sure you View All rows.
If appropriate for your agency, verify that the Journal Directly checkbox is selected for all
payments in the deposit group.
6 On the Totals page, verify the total number and dollar amount of the payments in the
deposit group.
Totals '\ Bayments
Unit: 00050 DepositID: 111
*Accounting Date;  |10/03/2007 Control Currency: USD
*Bank Code: S ADS Format Currency:|US!
*Bank Account: A0S 8000002 Rate Type: CRRNT
*Deposit Type: L’] Direct Dep Exchange Rate:
Control Data
Control Total Amount: 7,000.000 *Count: 7 *Received: 0/03/2007
Entered Total Amount: 7000000 Count 7| |*Entered:
Difference Amount: 0.000 Count: 0 Posted:
Posted Total Amount: 0000 Count: 0 Assigned: L242670
Journalled Total Amount: 0000 Count: of | User: L242670
TOS Deposit ID:
*Approval: Open v
ApSCO06
7 Select Pending Approval in the Approval field.
8 Click Save.
Results The deposit group is available for TOS to approve.
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ENCOMPASS

Approving Deposits (TOS)

Step Action

1 Navigate to Accounts Receivable > Payments > Online Payments > Regular Deposit.
2 Search for the Deposit ID you want to approve. The status should be “Pending Approval.”
Totals P )
Unit: 00050 Deposit ID: 111 _Detete Deposil
*Accounting Date: EU Control Currem:y:q
*Bank Code: O\ AOS Format Currency: Q
*Bank Account: Q 8000002 Rate Type:
“Deposit Type: @Q Direct Dep Exchange Rate:

Control Total Amount: 1010312007 |[5)
Entered Total Amount: 7,000,000 Count: 7| |*Entered: 10/03/2007 |5
Difference Amount: 0.000 Count: 0 Posted:

Posted Total Amount: 0.000 Count: 0 Assigned: |L£

Journalled Total Amount: 0.000 Count: o] | User: 1242670
TOS Deposit ID
*Approval: Pending Approval &
B save | Q Return to Search |  +[E] Previous in List | 4[E Nextin List | [=] Notify | % Refresh | E‘-.Addl p=|
Totals | Payments

ApSCO7

3 Verify the following:

e Total count and dollar amount of payments in the deposit group
e Accounting date

e Deposit type

4 On the Totals page, select Approved in the Approval field.
5 Click Save.
Results The deposit is approved and ready to have accounting entries created.
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ENCOMPASS

Creating Accounting Entries for Direct Journal Payments

Step Action

1 Navigate to Accounts Receivable > Payments > Direct Journal Payments > Create
Accounting Entries.
2 Search for the deposit for which you want to create accounting entries. Only approved
deposits that have the Journal Directly checkbox selected will appear in the search results.
Entries | PaymentMisc Wrk j” Deposit Control
Unit: 00405 Deposit ID: 144 Payment: 11050702 Seq: ;|
| Amount: 86,173.400 USD é} = |
[Jcomplete  Budget EntyEvent| |
Status:
ChartFields Currency Details Budget Journal Reference Information
GLUnit  SpeedType Line Amount CurrencyFundCode Account  Proaram Dent Bud Ref :M
1 100050 Speed Type 86,173.400 USD 10090 110000
2101 00050 Speed Type -86,173.400 USD 110000
3 102 00050 Speed Type 86,173.400 USD 110003
4103 00050 Speed Type -86,173.400 USD 10090 110003
| 6 Lines Total Debits: 172,346 800 Currency: USD Total Credits: 172,346.800 Currency: USD Net 0.000
Eﬂs::ve| & Return to 5:arr.n| 1[E] Previous in List | 4[] Nextin List | [=] Notify | % Refresh
ApSCO08
3 Click the lightning bolt icon g} to create accounting entries.
4 After the accounting entries are created, select the Complete checkbox. This checkbox
enables the accounting entries to be posted to the general ledger.
5 Click Save.
Results The accounting entries are created. They will be posted to the general ledger when
Journal Generator runs.
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